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4| INVITATION FOR BID (IFB) Method
; PRESENTATION OVERVIEW

Criteria for an IFB

1.  Eight (8) Required Documents for an IFB
2.  Buyers Review Required Eight (8) Documents:

(1) Market Research

(2) Requisition(s)

(3) Bid Specifications

(4) Transmittal of Procurement of Planning of Record to GSA
(5) Determination Of Need Letter

(6) Requisition for Advertisement

(7) Bid Specification Microsoft Word

(8) Declaration Re Compliance with 5 GCA §5150

3. RETURN REQUEST FOR INVITATION FOR BID
(IFB Requested Requirements)

4. Important Dates for the IFB

5. After Bid Opening



, Department of Administration General
Services Agency (GSA)

Purpose of Training

This training will provide an understanding
of the required documents and how to
verify that each document is properly
prepared before submitting to GSA.



INVITATION FOR BID (IFB) Method

Criterias for an IFB

v'An IFB is conducted if services and/or supplies is $25,000.00 or more.

v'Any IFB over $500,000.00 must first be routed for review by the Office of the Attorney
General.

v'An IFB is a method of procuring services and/or supplies by inviting bidders to submit a
sealed bid package.

v'An IFB method of procurement consist of timelines in accordance with the 2 GARR and the
5 GCA.




(2) Requisition(s) for IFB

O ©

o o.e . ASSTGNED BUYER: GSACINOE REQUISITION
The requisition(s) dictates to GSA the
. 1 1
funding source for the IFB. It has the same | s g: aneose
information as the bid specification in these T TR TACILTIES YoR Dol WAETITOR | CeEeEs i
ﬁelds: : SUBMITTED BY:
: Pereda, Lilliem T. ~ Guam Fire Depar
| AUTHORIZED DEPARTMENT REPRESENTATIVE SIGNATURE DATE
Item NO' PARTHENT/DIVISION: CUAM FIRE DEPARTHNENT REQUEST DATE: 11/15/2016
ITEE | I I I I
. . NO. |DESCRIPTION OF ITEN |UOH| QTY| UNLIT PRICE] AHOUNT
DeSCI'lpthl’l of Item | TR RS CR BRI T T T

I
|TOOL SET AS FOLLOWS: ]
|Icem no. 1 Combination Spresd- 1
|ec/Cutcer 1
. |Item no. 2 Hydraulic Spreader I
Unit of Measure (UOM) |em 0. 2 Epacamsis Omoec !
|Ivem no. 4 Ram ]

|Item no. S5 Power Unmit I
|Tcem no. 5 Strut Syscem 1
|Item no. & Hoses end Hose 1
|Reels. |
|Hore: Bid specifications will 1
|be delivered to GSk. 1
|docount Expires 12/31/2016. I
| I
I

I

I

]

Quantity (QTY)

|POC:

| KEVIN REILLY 987-1388
ILILLIAN TUDELA 642-3455
1

Unit Price

TOTAL =======e=w; > 108987.00

JUSTIFICATION:
FOR GSA BID.

Amount (QTY X Unit Price = Amount)

** PRINT NAME ¢ SIGN [ ] APPROVAL { ) DISAPPROVAL

RECEIVED BY DATE
(CERTIFYING OFFICER)

APPROVING AUTHORITY (DIRECTOR)




(3) Bid Specifications

LINE ITEM NO. DESCRIPTION QTY UOM UNIT PRICE EXTENSION

1.1. “Bid description” 12 months $ $

. 21

> The bid specifications must
be signed by the approved SCOPE OF WORK:
appointed authority.
» A Pre-Bid Conference & Site REQUIREMENTS:
Visit is only MANDATORY if it is
advertised on the Newspaper.

***MANDATORY PRE-BID CONFERENCE & SITE VISIT***
(Only if it is advertised on the newspaper.)

Signature of authorized personnel Date signed (mm/dd/yyyy




(4) TRANSMITTAL OF PLANNING
PROCUREMENT RECORD TO GSA

TRANSMITTAL OF PLANNING PROCUREMENT RECORD TO GSA

ioms: Ader the s acouacy and the agency s (director or head of agecy ) must sign
the Certification below to indicate that the agency has kept and will keep a complete procurement record of all doaments
required by law as the and is in afull the plamning of fhe
asA tramsmittal form as of the date this form is signed
R
Re

5 GCA §5249 Record of Procurement Actions

complete record of The Following:
{a) the date, time, subject matter and mmes of inchaiing that is in any vy
related 1o a particular procurament;
b} a log of all communications between government enployees and any member of the public, potential idder, vendor or
many

fc) sound recordings of all pre-bid conferences: negotizions ansig from a request for proposals and discussions with vendor:
cencemmg small purchase procuremant:

{d) broch: potential vendors, ‘contractors, and al drafts, signed and dated by the draftsman,
nd
paper

{e) the requesting agency s determination of need.
5 GOCA §5131. Retention of Flectromic Mail Correspondences
All incoming and cutgoing cloctronic mail {email) pertaming lated o

services ugovqﬂ-dbyduﬁuplrduﬂhmsu'lplnndofm less than ve (5) years. Such electronic mail {email)
purposes inthe appelate procedres contained in this Chapier

S GCA § 10102 (d). Definition of Public Records

Public Records inchades containing o the ‘public bisiness prepared, owned, med, o
retained by any state or local agency in any format, inchuding in electronic format.

for this preparad by:
keeping with the above and all appl Laws and and, mmwnlm
meeting notes and any_other materials i their/its possession of
mmmwf.nnmumuumora-mmm.m Additicnally uduMuﬂnm
e need the agency for this oy director or bead or the agercy) and if applabe fhe
\mdnrmﬂmmmmmdﬂmlppﬂwlofﬂlsplwm Please inchsde ressarch as 1o the availsbility of services,
In the event this in whle or in part with federal finds a copy of the notice of grant
il requuired faderal sm-.

CERTIFICATION: [ hercby certify under penalty of perjury that [ am P and 1
1o be transamit a full record of the plaming m\bnw.ﬂ‘lbylaw

procurement
T have signed of all imvolved as the preparation of the speafition that ths & a tne and
accurate stobement, and that this tramsmittal to (54 & complete. T that there within
the requesting/using agency as 1o public records related to this procuremsent and will make sure fhey are mamtained as required
above.

Signatare:
Print Name: Date




(5) Determination Of Need Letter

5 GCA 8 5249 Record of Procurement Action (e) Requesting agency determination of need

SAMPLE LETTER DETERMINATION OF NEED

1) Letterhead of requesting agency

What is a Determination of 2) Date of letter

Need Letter? 3) Body of information letter indicating:
This is a letter of information *Who is to benefit from this service/supply?
submitted by the requesting ‘What are the details being requested for this service/supply?
department to GSA. The *Why is this service/supply a need?
following information should be *Where is this service/supply going to be utilized?

noted on the letter. *When is this service/supply required to be delivered?

*How long will this service/supply be contracted for?

4) Signature of authorized 5) Date Letter is signed:
personnel

Signature mm/dd/yyyy
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(6) Requisition for Advertisement

The requisition for advertisement must be submitted for the buyer to be able to request for
quotations

If there is non-sufficient funds for the newspaper companies (Pacific Daily News and/or
Guam Time, LLC) to publish the IFB advertisement these media vendors will contact GSA
to inform us that there is insuffient funds within the account.

This will delay your IFB to be advertised. The buyer will reject the bid packet and return it
to the requesting department.

When submitting a blanket purchase order for advertisement be sure to check
that there are sufficient funds prior to submitting to the GSA buyer.



(7) Bid Specification Electronic Microsoft Word

LINE ITEM NO. DESCRIPTION QTY UOM UNIT PRICE EXTENSION

GSA requires the 1.1. “Bid description” 12 months $ $
electronic Microsoft Word
to be submitted via e-mail.
It is need to package the
IFBs for the newspaper
advertisement.
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SCOPE OF WORK:

REQUIREMENTS:

***MANDATORY PRE-BID CONFERENCE & SITE VISIT***
(Only if it is advertised on the newspaper.)

Signature of authorized personnel Date signed (mm/dd/yyyy




(8) Declaration Re Compliance with 5 GCA § 5150

The Declaration Re Compliance with
5 GCA § 5150 must be always
submitted with all IFB packets.

Make sure to fill out the form
completely with the following
information:

1. Print Name (Declarant’s Name)
2. Enter today’s date
3. Procurement No. (leave for GSA)
4. Check mark estimated cost of IFB:
3 less than $500,000; or
O] $500,000; or more;

5. Declarant’s Signature

DECLARATION RE COMPLIANCE WITH 5 GCA § 5150

Vo 1.  maketisdecaratonon 2
[pvint name claarly] [Em—
regarding No. 3. and do hereby certify under penalty of perjury hat
fenter procurment na |
(1)1am (© Officer; Director of Pubic Works; or head
afap agency) for this p

{2) | have csused an estimats 1 be made of the cost of the services or supplies being
procured, and for which a contract will be entered into or  purchase order wil be issued, whichever
s appropriat® as the case may be;

{3) My estimate of the total cost of the contract or purchase order, whichever is appropriste
25 the case may be, s [please check onej:

[ less than $500,000; or
4' 1 3500 000 or more;

(4] If the total estimated cost of the procurement is $500,000 or more, | understand fat |
must be advised by kegal counsel designated by me Atorney General (which may be an Assistant
Attorney General or oheriegal d Special Assisant Atomey General "SAAGT)
under 5 GCA § 5150) during each and every phase of the procurement process, beginning with the
planning stage and before any request for proposal or invitation to bid is issued or natice published,
or before any sole source or is undi

5] fthe otal d costof $500,000 ormare, | | may net
proceed with any phase of the procurement unless | have been advised by an Assistant Attomey
General or a SAAG to proceed;

{6) If the 1otsl estimated cost of the procurement is less than $500,000 infially when the
procurement is begun, but the total costincreases 1o $500,000 or more at some lster point in time,
| underatand | must contact the Attorney General's Office 83 s0on 85 | become sware that the
procurement will actually cost $500,000 or more, and that | may not proceed further without the
assistance of the Attomey General's Office or a SAAG; and

(7)1 understand # | do notcomply with the requirements of § GCA § 5150 and the Attomey
General’s Office or a SAAG has not acted as legal counsel during all phases of 8 procurement
estimated to cost $500,000 or more, the Attorney SAAG may disapp the contract, or
e procurement may be subject 1o cancelation, of any award, CONract or purchase order made or
entered into may be subject 1o termination.
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[Declsmnts Sgnaturs]

AG Procurement Form 014 (Dec. 13, 2011)




RETURN REQUEST FOR INVITATION FOR BID
(IFB Request Requirements)

Eddie Baza Calvo GENERAL SERVICES AGENCY Ray Tenorio
Governor Government of Guam Lt. Governor

| 148 Route 1 Marine Drive Corp
GSA  EEERE

Christine Won Pat Baleto
Director, Dept. of Admin.

January 6, 2017

To: DEPARTMENT OF PUBLIC HEALTH & SOCIAL SERVICE
Altention:  Angela Barcinas
From: Joann Paulino, GSA Buyer

Subject: RETURN REQUEST FOR INVITATION FOR BID
(TFB Request Requirements)

The Invitation for Bid Request is being returned for the following reason{s):
[] requisition(s)
Bid Specifications with Approving Authority signature
Bid Specifications on Microsoft Word (e-mail to buver)
Trans mittal of Procurement of Planning of Record to GSA

Advertisement Requisition

|
[
|
[ petermination of Need Letter
1
O

Market Research

Ach led of ipt: Date:
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INVITATION FOR BID (IFB)

Recap of Required Bid Documents for submittal :
(1) Market Research
(2) Requisition(s)
(3) Bid Specifications with Department Head’s signature
(4) Transmittal of Procurement of Planning Record
(5) Determination of Need Letter
(6) Advertisement Requistion
(7) Bid SpecificationSubmitted in Microsoft Word

(8) Declaration Re Compliance with 5 GCA §5150
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INVITATION FOR BID (IFB)

Important Dates for the IFB

Issuance Date
Newspaper advertisement date. If there is any mandatory site visit it should
be noted on the advertisement of the IFB with the date and time.

From the issuance date the IFB must be available to the prospective bidders
to pick-up a bid packet fifteen (15) days count down to the bid opening date.

Questions Deadline for Submittal Date
All prospective bidders are to submit all questions before this date and the
department will be e-mailed to respond to the questions.

Bid Opening Date & Time

The bid opening date and time is the date the seal bid must be submitted on
the noted bid opening date and no later than the time noted. The bid opening
date and time are subject to change by amendment.

All bids are uploaded to the DOA GSA Website the same day the newspaper
advertisement is announced at doa.guam.gov



> W

INVITATION FOR BID (IFB)

After Bid Opening

1. After the bid opening has been conducted the buyer will prepare the Bid Analysis and determine
which bidder meets the specifications and requirements , or did not.

2. The buyer will forward the proposal package of the lowest bidder to the department for review.
The Approval of Bid Specifications letter will also be forwarded for the appointed authority to
mark if the bidder, meets specification or is non-comformance to the bid. Then after the approval of
bid specification document has been signed by the appointingd authority forward the original letter to
GSA.

3. After the department authorized approving authority has acknowledged the Approval of Bid
Specifications the Bid status, Notice of Intent of Possible Award and Notice of Award will
be issued to the participating bidders

4. Upon acknowledgement of the bid status by all bidder. GSA waits for a fourteen (14) days period
for any anticipated protest.

5. On the fifteen (15) day GSA will issue a Purchase Order to officially award the bid.




This is the end of the training!




